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Foreword
One purpose of State Fleet Management (SFM) is to provide needed
transportation to South Carolina State employees in the performance of
their duties, in the most efficient and cost-effective manner possible.

This handbook provides general information concerning the operation
and maintenance of all State vehicles, and specific instructions con-
cerning the operation of SFM vehicles. The information contained in
this handbook is not all-inclusive or exhaustive. Comprehensive
information concerning management of the State vehicle fleet is
contained on the State Fleet Management Web site at http://
www.gs.sc.gov/statefleet

Questions or comments concerning information contained in this
handbook should be referred to:

State Fleet Management (SFM)
1022 Senate Street
Columbia, South Carolina 29201-3160

SFM telephone numbers are shown at the inside front cover of this
handbook

South Carolina Fuel Facilities addresses and phone numbers are listed
at the back of this handbook.

Revised and Published by

South Carolina Budget and Control Board
Division of General Services
State Fleet Management
January 2005

Notes
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Lancaster
1730 Pageland Highway
Phone:  (803) 283-3397

Laurens
201 Todd Avenue
Phone:  (864) 984-5668

Lexington
124 Park Road
Phone:  (803) 359-4103

Liberty
975 Breazeale Road
Phone:  (864) 859-5869

Longs
185 Highway 9 West
Phone:  (843) 399-4200

Manning
325 East Boyce Street
Phone:  (803) 435-4431

Marion
911 East Godbold
Phone:  (843) 431-1130

McCormick
Route 2 Box 83T Road 53
Phone:  (864) 465-2429

Moncks Corner
436 North Highway 52
Phone:  (843) 761-8481

Mt. Pleasant
1127 Pherigo Street
Phone:  (843) 740-1655

Newberry
203 Mt. Bethel Garmany Road
Phone:  (803) 276-5736

North Charleston
2401 Maintenance Way
Phone:  (843) 740-1655

North Greenville
Highway 414
Phone:  (864) 834-7116

Oconee
150 Richland Road
Phone:  (864) 647-0895

Orangeburg
1768 Charleston Highway
Phone:  (803) 531-6870

Parkers Ferry
8801 US 17
Phone: (843) 889-3767

Pelion
978 Pine Street
Phone:  (803) 894-3738

Pleasant Hill
1931 Pleasant Hill Road
Phone:  (864) 241-1224

Richburg
1936 Mountain Gap Road
Phone:  (803) 377-8101

Ridgeland
112 Woodlawn Street Highway 17
Phone:  (843) 726-3431

Ridgeland Correctional
Institution
5 Correctional Road
Phone:  (803) 896-3200

Saluda
701 North Wise Road
Phone:  (864) 445-2586
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Columbia
DHEC      (offers ethanol 85)
2600 Bull Street
Phone:  (803) 898-3432

Richland
7201 Fairfield Road
Phone:  (803) 786-0128

SLED
4400 Broad River Road
Phone:  (803) 896-7300

DOT Supply Depot
1424 Shop Road
Phone:  (803) 737-6629

SCDC Transportation Branch
4424 Broad River Road
Phone:  (803) 896-1373

Conway
4145 Highway 701 North
Phone:  (843) 365-2130

Darlington
111 Lamar Highway
Phone:  (843) 393-6171

Dillion
1205 East Main Street
Phone:  (843) 774-7376

Eastover
11401 Garners Ferry Road
Phone:  (803) 353-0385

Edgefield
851 US Rt. 25 North
Phone:  (803) 637-6511

Florence
3018 East Palmetto Street
Phone:  (843) 661-4135

Gaffney
1868 Old Georgia Highway, Hwy
29
Phone:  (864) 489-6031

Georgetown
1007 Merriman Road
Phone:  (843) 546-2405

Greenwood
510 West Alexander Avenue
Phone:  (864) 227-6701

Leath Correctional Institution
2809 Airport Road, Greenwood
Phone:  (803) 896-1048

Greenville
13 Saluda Dam Road
Phone:  (864) 241-1224

Hampton
65 Cemetery Road
Phone:  (803) 943-3721

Hartsville
1311 North Fifth Street
Phone:  (843) 393-6171

Hemingway
72 Derk Ginn Road
Phone:  (843) 354-7491

Holly Hill
6328 Old State Road
Phone:  (803) 496-3335

Kershaw Correctional Institu-
tion
4848 Gold Mine Highway
Kershaw, SC
Phone:  (803) 896-3380

Lake City
437 West Turbeville Highway
Phone:  (843) 394-3841
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Section I:
State Vehicle Policies
We quote below from basic State policy under which the State vehicle
fleet is administered. We believe that knowledge of these paragraphs will
be helpful to you, and answer many frequently asked questions.

Vehicle Assignment
The most efficient use of motor vehicles results when they are pooled and
available for use by all who need official transportation. With the exception
of Constitutional Officers, Agency Heads and full-time law enforcement
officers, it is state policy that no individual be assigned a vehicle by virtue
of his or her position. Criteria and prior approval requirements for indi-
vidual assignment of State vehicles are fully described on State Fleet
Management’s web site. http://www.gs.sc.gov/statefleet Click on “Publica-
tions” and go to State Motor Vehicle Management Act, Section I-II-270.

Vehicle Identification
State-owned motor vehicles are identified through use of permanent
State government license plates and State decals. Agency decals may be
substituted for the State Seal decal if prior approval is granted by the
State Budget and Control Board. No vehicles shall be exempt from these
requirements for identification except those approved by the Budget and
Control Board. This requirement does not apply to certain law enforce-
ment and human service vehicles where anonymity is required for the
well-being of law enforcement officers or human service clients. The use
of decals other than the State seal or approved agency decals is strictly
limited. Limitations are fully described on the State Fleet Management
web site http://www.gs.sc.gov/statefleet.

Official Use Only Policy
State-owned motor vehicles are authorized for use in the performance of
all travel or tasks necessary to accomplish official State business that is
within the rated design capability of vehicle. Use is not authorized for
unofficial travel or tasks, the transport of unauthorized person or items,
or the performance of tasks outside the rated capacity of the vehicle.

Examples of authorized and unauthorized use of vehicles are shown in
Appendix A. Violation of the Official Use Only Policy is punishable
under appropriate State employee disciplinary procedures.
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Abbeville
127 McGowan Avenue
Phone:  (864) 459-4205

Aiken
1931 University Parkway
Phone:  (803) 641-7233

Allendale
264 East Gum Street
Phone:  (803) 584-3465

Anderson
4740 Liberty Highway
Phone:  (864) 260-2215

Andrews
304 East Ashland Avenue
Phone:  (843) 546-2405

Aynor
302 Jordanville Road
Phone:  (843) 431-1130

Ballentine
1040 Broadstone Road
Phone:  (803) 732-0585

Bamberg
3783 Main Highway
Phone:  (803) 245-5181

Barnwell
2000 Fuller Street
Phone:  (803) 259-1141

Beaufort
13 Munch Drive
Phone:  (843) 524-7255

Beech Island
1956 Atomic Road
Phone: (803) 827-0661

Belton (no street number)
Blue Ridge Avenue
Phone: (864) 260-2215

Bennettsville
474 Highway 38 South
Phone:  (843) 479-4161

Bethune
600 North Main Street
Phone: (803) 334-8441

Bishopville
703 East Church Street
Phone:  (803) 484-6236

Lee Correctional Institution
990 Wisacky Highway
Bishopville, SC
Phone:  (803) 896-2465

Branchville
1768 Charleston Highway
Phone:  (803) 531-6870

Camden
512 South Fair Street
Phone:  (803) 432-4354

Campobello
10 Pack Street
Phone:  (864) 468-4581

Chester
1143 SCDOT Road
Phone:  (803) 377-8101

Chesterfield
404 East Boulevard
Phone:  (843) 623-3252

Clinton
Highway 72
Phone:  (864) 984-5668
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Appendix E:
State Fuel Facilities by City

State Fuel Sites by City listed on the following 4 pages are DOT sites,
unless otherwise named.
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Fax (803) 737-1160

Division of General Services
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SFM Accident or Incident Reporting Form

Driver’s License No.

Driver’s License No.
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On the next two pages there is a form for you to fill in if you are
involved in an accident while operating your State vehicle. Please make
copies of pages 23 and 24 to be used in case of an accident. Please fill
it in carefully and return it to:
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Service Interval: Vehicles shall receive service each 5,000 miles or 1
year, whichever comes first.
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Section III:
Credit Card Purchases
General
A South Carolina Universal Credit card is issued with each SFM vehicle.
The following describes the general provisions for the use of this card.

Where the card is honored
The card has a Wright Express affiliation and is honored at fuel stations
and Car Washes displaying a Wright Express logo. A complete listing of
accepting locations may be found by going to the Wright Express website
at www.wrightexpress.com. The card may also be used at State of South
Carolina fuel sites. Please refer to listing in back of book. State Fleet
Management has secured a prearranged price for self-service fuel pur-
chased with this fuel card. The price is the same regardless of pump
prices shown. This means that state employees should never deviate from
their route to obtain fuel for state owned vehicles.

How to use the card
The card works just like any other credit card with a few additional
procedures required. The card requires the use of a Personal Identification
Number (PIN) or Driver’s ID number. An employee’s PIN is composed of
the number 7 and the last 5 digits of your social security number
(7+#####). If the facility has “pay at the pump” dispensers, insert your
card into the Card reader as shown on the pump. Follow the instructions
as prompted by the computer screen. You may be asked to enter your 6
digit PIN and the odometer reading. In some rare cases the driver may
also be prompted for a vehicle number. Simply enter the vehicle Card
number located in the center of the card. If the driver tries to use the
credit card twice or more, it may not work after that, and the driver should
call Wright Express or Mansfield phone numbers which are on the back
of the Credit Card.

If the facility you choose does not have “pay at the pump” dispens-
ers, simply pump your fuel, then present the cashier the fuel card to
pay for the purchase. The cashier may be prompted to hand you a
PIN pad for you to enter your PIN and the odometer reading. If the
cashier does not offer you a PIN pad, that facility may not have the
level of automation required to capture PIN and odometer data.
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Emergency repair procedures
Emergency Repairs are defined as those repairs that cannot be antici-
pated and which require immediate attention during holidays, week-
ends or after normal duty hours, when State Fleet Management is
closed

1. Locate vendor that accepts card, and can make the required repairs
under $250.00. For repairs over $250.00, wait until next business
day to have repairs made suing the State Commercial Vendor Repair
Program at 1-800-277-3686, or procedures designated by your
agency.

2. Have repairs made.

3. Use card to pay for repairs.

4. If card is rejected, ask vedor to call Customer Service On-site
Transactions, using the toll free umber on the back of the card, for
authorization.

5. The customer service representative will contact Wright Express to
obtain authorization.

6. Wright Express will contact vendor to authorize the repairs under
$250.00. The state employee may be asked to give their name, PIN,
and their driver’s license number. This process may take as long as
30 minutes.

7. After the repair authorization is completed, obtain a receipt to give
to your agency fuel card coordinator.

Important: Any expenditure for routine maintenance other than car
washes will be declined. No authorization will be given for oil changes
or any other maintenance that can be scheduled and planned for.
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B. Scheduled Service
Generally, vehicles shall receive service every 5,000 miles or 1 year,
whichever comes first. Items included in this service are shown in
Appendix C.

State Fleet Management 1316 Vehicle Operator’s Handbook

The State Vehicle Maintenance Program is designed to ensure that the
State fleet is maintained in a safe and serviceable condition at the least
possible cost. The program consists of three phases of maintenance,
which are incorporated into the SFM maintenance policies and proce-
dures.

(803) 737-1982

(803) 737-1982).



3. Current State Policy has established 5,000 miles or 1 year
(regardless of miles) as the normal interval for vehicle services.
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),

Prior to any repairs being made to a SFM vehicle, the Commercial
Vendor Repair Program (CVRP) personnel must be consulted concerning
where to take the vehicle (Pre-priced service agreements have been
established). The CVRP personnel can be reached at (1-800-277-3686).
You must know the vehicle license number and correct mileage when
you call. You will be asked for information concerning what is wrong
with the vehicle. Based on the information given, you will be issued a
repair authorization number and told where to have the vehicle repaired.
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Emergency repair procedures
Emergency Repairs are defined as those repairs that cannot be antici-
pated and which require immediate attention during holidays, week-
ends or after normal duty hours, when State Fleet Management is
closed

1. Locate vendor that accepts card, and can make the required repairs
under $250.00. For repairs over $250.00, wait until next business
day to have repairs made suing the State Commercial Vendor Repair
Program at 1-800-277-3686, or procedures designated by your
agency.

2. Have repairs made.

3. Use card to pay for repairs.

4. If card is rejected, ask vedor to call Customer Service On-site
Transactions, using the toll free umber on the back of the card, for
authorization.

5. The customer service representative will contact Wright Express to
obtain authorization.

6. Wright Express will contact vendor to authorize the repairs under
$250.00. The state employee may be asked to give their name, PIN,
and their driver’s license number. This process may take as long as
30 minutes.

7. After the repair authorization is completed, obtain a receipt to give
to your agency fuel card coordinator.
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Section III:
Credit Card Purchases
General
A South Carolina Universal Credit card is issued with each SFM vehicle.
The following describes the general provisions for the use of this card.

Where the card is honored
The card has a Wright Express affiliation and is honored at fuel stations
and Car Washes displaying a Wright Express logo. A complete listing of
accepting locations may be found by going to the Wright Express website
at www.wrightexpress.com. The card may also be used at State of South
Carolina fuel sites. Please refer to listing in back of book. State Fleet
Management has secured a prearranged price for self-service fuel pur-
chased with this fuel card. The price is the same regardless of pump
prices shown. This means that state employees should never deviate from
their route to obtain fuel for state owned vehicles.

How to use the card
The card works just like any other credit card with a few additional
procedures required. The card requires the use of a Personal Identification
Number (PIN) or Driver’s ID number. An employee’s PIN is composed of
the number 7 and the last 5 digits of your social security number
(7+#####). If the facility has “pay at the pump” dispensers, insert your
card into the Card reader as shown on the pump. Follow the instructions
as prompted by the computer screen. You may be asked to enter your 6
digit PIN and the odometer reading. In some rare cases the driver may
also be prompted for a vehicle number. Simply enter the vehicle Card
number located in the center of the card. If the driver tries to use the
credit card twice or more, it may not work after that, and the driver should
call Wright Express or Mansfield phone numbers which are on the back
of the Credit Card.

If the facility you choose does not have “pay at the pump” dispens-
ers, simply pump your fuel, then present the cashier the fuel card to
pay for the purchase. The cashier may be prompted to hand you a
PIN pad for you to enter your PIN and the odometer reading. If the
cashier does not offer you a PIN pad, that facility may not have the
level of automation required to capture PIN and odometer data.
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Service Interval: Vehicles shall receive service each 5,000 miles or 1
year, whichever comes first.
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On the next two pages there is a form for you to fill in if you are
involved in an accident while operating your State vehicle. Please make
copies of pages 23 and 24 to be used in case of an accident. Please fill
it in carefully and return it to:
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SFM Accident or Incident Reporting Form

Driver’s License No.

Driver’s License No.
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Fax (803) 737-1160

Division of General Services

24 Vehicle Operator’s Handbook



4 Vehicle Operator’s Handbook

Appendix E:
State Fuel Facilities by City

State Fuel Sites by City listed on the following 4 pages are DOT sites,
unless otherwise named.
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Section I:
State Vehicle Policies
We quote below from basic State policy under which the State vehicle
fleet is administered. We believe that knowledge of these paragraphs will
be helpful to you, and answer many frequently asked questions.

Vehicle Assignment
The most efficient use of motor vehicles results when they are pooled and
available for use by all who need official transportation. With the exception
of Constitutional Officers, Agency Heads and full-time law enforcement
officers, it is state policy that no individual be assigned a vehicle by virtue
of his or her position. Criteria and prior approval requirements for indi-
vidual assignment of State vehicles are fully described on State Fleet
Management’s web site. http://www.gs.sc.gov/statefleet Click on “Publica-
tions” and go to State Motor Vehicle Management Act, Section I-II-270.

Vehicle Identification
State-owned motor vehicles are identified through use of permanent
State government license plates and State decals. Agency decals may be
substituted for the State Seal decal if prior approval is granted by the
State Budget and Control Board. No vehicles shall be exempt from these
requirements for identification except those approved by the Budget and
Control Board. This requirement does not apply to certain law enforce-
ment and human service vehicles where anonymity is required for the
well-being of law enforcement officers or human service clients. The use
of decals other than the State seal or approved agency decals is strictly
limited. Limitations are fully described on the State Fleet Management
web site http://www.gs.sc.gov/statefleet.

Official Use Only Policy
State-owned motor vehicles are authorized for use in the performance of
all travel or tasks necessary to accomplish official State business that is
within the rated design capability of vehicle. Use is not authorized for
unofficial travel or tasks, the transport of unauthorized person or items,
or the performance of tasks outside the rated capacity of the vehicle.

Examples of authorized and unauthorized use of vehicles are shown in
Appendix A. Violation of the Official Use Only Policy is punishable
under appropriate State employee disciplinary procedures.
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Abbeville
127 McGowan Avenue
Phone:  (864) 459-4205

Aiken
1931 University Parkway
Phone:  (803) 641-7233

Allendale
264 East Gum Street
Phone:  (803) 584-3465

Anderson
4740 Liberty Highway
Phone:  (864) 260-2215

Andrews
304 East Ashland Avenue
Phone:  (843) 546-2405

Aynor
302 Jordanville Road
Phone:  (843) 431-1130

Ballentine
1040 Broadstone Road
Phone:  (803) 732-0585

Bamberg
3783 Main Highway
Phone:  (803) 245-5181

Barnwell
2000 Fuller Street
Phone:  (803) 259-1141

Beaufort
13 Munch Drive
Phone:  (843) 524-7255

Beech Island
1956 Atomic Road
Phone: (803) 827-0661

Belton (no street number)
Blue Ridge Avenue
Phone: (864) 260-2215

Bennettsville
474 Highway 38 South
Phone:  (843) 479-4161

Bethune
600 North Main Street
Phone: (803) 334-8441

Bishopville
703 East Church Street
Phone:  (803) 484-6236

Lee Correctional Institution
990 Wisacky Highway
Bishopville, SC
Phone:  (803) 896-2465

Branchville
1768 Charleston Highway
Phone:  (803) 531-6870

Camden
512 South Fair Street
Phone:  (803) 432-4354

Campobello
10 Pack Street
Phone:  (864) 468-4581

Chester
1143 SCDOT Road
Phone:  (803) 377-8101

Chesterfield
404 East Boulevard
Phone:  (843) 623-3252

Clinton
Highway 72
Phone:  (864) 984-5668
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Columbia
DHEC      (offers ethanol 85)
2600 Bull Street
Phone:  (803) 898-3432

Richland
7201 Fairfield Road
Phone:  (803) 786-0128

SLED
4400 Broad River Road
Phone:  (803) 896-7300

DOT Supply Depot
1424 Shop Road
Phone:  (803) 737-6629

SCDC Transportation Branch
4424 Broad River Road
Phone:  (803) 896-1373

Conway
4145 Highway 701 North
Phone:  (843) 365-2130

Darlington
111 Lamar Highway
Phone:  (843) 393-6171

Dillion
1205 East Main Street
Phone:  (843) 774-7376

Eastover
11401 Garners Ferry Road
Phone:  (803) 353-0385

Edgefield
851 US Rt. 25 North
Phone:  (803) 637-6511

Florence
3018 East Palmetto Street
Phone:  (843) 661-4135

Gaffney
1868 Old Georgia Highway, Hwy
29
Phone:  (864) 489-6031

Georgetown
1007 Merriman Road
Phone:  (843) 546-2405

Greenwood
510 West Alexander Avenue
Phone:  (864) 227-6701

Leath Correctional Institution
2809 Airport Road, Greenwood
Phone:  (803) 896-1048

Greenville
13 Saluda Dam Road
Phone:  (864) 241-1224

Hampton
65 Cemetery Road
Phone:  (803) 943-3721

Hartsville
1311 North Fifth Street
Phone:  (843) 393-6171

Hemingway
72 Derk Ginn Road
Phone:  (843) 354-7491

Holly Hill
6328 Old State Road
Phone:  (803) 496-3335

Kershaw Correctional Institu-
tion
4848 Gold Mine Highway
Kershaw, SC
Phone:  (803) 896-3380

Lake City
437 West Turbeville Highway
Phone:  (843) 394-3841
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Lancaster
1730 Pageland Highway
Phone:  (803) 283-3397

Laurens
201 Todd Avenue
Phone:  (864) 984-5668

Lexington
124 Park Road
Phone:  (803) 359-4103

Liberty
975 Breazeale Road
Phone:  (864) 859-5869

Longs
185 Highway 9 West
Phone:  (843) 399-4200

Manning
325 East Boyce Street
Phone:  (803) 435-4431

Marion
911 East Godbold
Phone:  (843) 431-1130

McCormick
Route 2 Box 83T Road 53
Phone:  (864) 465-2429

Moncks Corner
436 North Highway 52
Phone:  (843) 761-8481

Mt. Pleasant
1127 Pherigo Street
Phone:  (843) 740-1655

Newberry
203 Mt. Bethel Garmany Road
Phone:  (803) 276-5736

North Charleston
2401 Maintenance Way
Phone:  (843) 740-1655

North Greenville
Highway 414
Phone:  (864) 834-7116

Oconee
150 Richland Road
Phone:  (864) 647-0895

Orangeburg
1768 Charleston Highway
Phone:  (803) 531-6870

Parkers Ferry
8801 US 17
Phone: (843) 889-3767

Pelion
978 Pine Street
Phone:  (803) 894-3738

Pleasant Hill
1931 Pleasant Hill Road
Phone:  (864) 241-1224

Richburg
1936 Mountain Gap Road
Phone:  (803) 377-8101

Ridgeland
112 Woodlawn Street Highway 17
Phone:  (843) 726-3431

Ridgeland Correctional
Institution
5 Correctional Road
Phone:  (803) 896-3200

Saluda
701 North Wise Road
Phone:  (864) 445-2586
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Simpsonville
651 Old Stage Road
Phone:  (864) 963-7214

Spartanburg
8890 Fairforest Road
Phone:  (864) 587-4725

Springfield
939 Rail Road Avenue
Phone:  (803) 531-6870

St. George
5225 East Jim Bilton Boulevard
Phone:  (843) 563-5497

St. Matthews
415 Chestnut Street
Phone:  (803) 874-3231

Summerville
220 Demming Way
Phone:  (843) 851-2485

Sumter
301 East Calhoun Street
Phone:  (803) 775-6197

Trenton Correctional Institu-
tion
84 Green House Road
Phone:  (803) 896-3047

Turbeville Correctional Institu-
tion
1578 Clarence Coker Highway
Phone:  (803) 896-3170

Union
1450 Furman Fendley Highway
Phone:  (864) 724-3575

Walterboro
593 Snider Highway
Phone:  (843) 538-2840

West Columbia
1033 Sox Street
Phone:  (803) 796-9362

Williamsburg
825 Eastland Avenue
Phone:  (843) 354-7491

Winnsboro
1213 West Kincaid Bridge Road
Phone:  (803) 635-4222
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Foreword
One purpose of State Fleet Management (SFM) is to provide needed
transportation to South Carolina State employees in the performance of
their duties, in the most efficient and cost-effective manner possible.

This handbook provides general information concerning the operation
and maintenance of all State vehicles, and specific instructions con-
cerning the operation of SFM vehicles. The information contained in
this handbook is not all-inclusive or exhaustive. Comprehensive
information concerning management of the State vehicle fleet is
contained on the State Fleet Management Web site at http://
www.gs.sc.gov/statefleet

Questions or comments concerning information contained in this
handbook should be referred to:

State Fleet Management (SFM)
1022 Senate Street
Columbia, South Carolina 29201-3160

SFM telephone numbers are shown at the inside front cover of this
handbook

South Carolina Fuel Facilities addresses and phone numbers are listed
at the back of this handbook.

Revised and Published by

South Carolina Budget and Control Board
Division of General Services
State Fleet Management
January 2005

Notes
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Per the requirements of Section 1-11-425 of the South Carolina Code of Laws
(2003 Cum. Supp.), a total of 1500 copies of this public document was printed by
the Print Shop of the General Services Division at a cost of 1275, or .85 per copy.
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Anderson (Greenwood - except Newberry) ......... (864) 226-5525
Beaufort ................................................................ (843) 525-1160
Charleston ............................................................ (846) 571-6863
Columbia (Newberry & Orangeburg) .................. (803) 771-8820
Florence ............................................................... (843) 662-2566
Greenville ............................................................ (864) 232-2418
Myrtle Beach ....................................................... (843) 449-4402
Rock Hill (Lancaster) .......................................... (704) 535-0878
Spartanburg .......................................................... (864) 582-5688
Sumter .................................................................. (803) 775-8316
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